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I. Re& Serb  Description This file contains the following documents (include form numbenand rides, if any): 
Attach samples of the file. 

D a  
i s  r moved from the Medical  R e c o r d s  Section b y  i n s t i t u t i o n  s t a f f .  

lnduded -is C h a r t  L o c a t o r  Card ( M H  501) ' i d e n t i f y i n g  name o f  patient,  s t a f f  member r e q u e s t i n g  

nerelatingm: r e c o r d i n g  the l o c a t i o n  o f  the patient med ica l  record when t h a t  record !r t 
- y, 

and r e l a t e d  i n f o r m a  tion. 

1. Agm Address FOR RECORDS MANAGEMENT USE 
Amlication Number Depar%en t of Human R e s o u r c e s  

Division o f  Mental  H e a l t h  & Mental  R e t a r j .  
Agency-Wide 
47 T r i n i t y  Avenue  Data R W I V . ~  ! h a  Complered 

A t l a n t a ,  Georgia  

76- 2 9-3 

JUN 2 4 1976 I Ex - 6 1376 

File isarranged: u s u a l l y  a l p h a b e t i c a l l y  b y  soundex code .  

L Monthly Referanca Rat. 
One to six months old 

How often are records referred to which are: 
10 ; Seven to twelve months old 25 ; Thirteen to twenty-four months old 25 

- twenty-five - .  months and older lo ? -, - - 
1. Annual R a n  of Aocvmuladon of Records 

Lettw4ze d rawn  ; LqaI-Size drawers ; Shelves ; Other lwaify) - 10, 3 x 5 c a r d  
.- 

I. Damsof Series 
Iarliest Latea 
1965 )Present 

5. R~cordr  S e r b  Title (followed by tide uprd in office; f l  differant) 
4q-3 - LLAk 

P a t i e n t  Medical  Record  L o c a t o r  F i l e  



ng period, could these 

11. Rnrmlon Rquinments The foliowing requires the series to be kept: 

4. State-Law Y - l  d. Audit p i o d  years. 
b. Statua of limitation *a- e. Administrative need - 7 y e a r s .  
c Federallaw *an. f. Federal retention instructions years. 

Am& mw or excert of laws 01 raguktionr Explain administrative need. 

The c4rd i$ needed as long as medical record i s  maintained a t  the institution. 

I2 Approved Dhposition lmbuctions Thisagency recommends that the file series be cut off a t  the end of each: ", - 
. 0 Calenhar Year; 0 Fiscal Year: 0 Other see below then, 

0 Hold in th. currant files area month(s) ~ yeads): then 
0 Transfer to l a p 1  holding area; hold 
0 Transfer to State Racordr Center: hold 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 0 t h  &wcify) 

yeads): then 
year(s1; then 

C d d  emove locator/] upon transfer of Medical Record to the State Records Center; then destroy. 

These inmudons apply to a l l  prior and future accumulations of the series. 


